Brittany N. Owens

Britt.owens@yahoo.com
Cell Phone (410)365-3181       Home Phone (410)239-2120

Objective:  To obtain a sales or marketing position in which I am able to utilize my skills and knowledge in communications, problem solving, and customer service within a reputable company.

Education:

Carroll County Career and Technology Center- 2 years of Allied Health Training-Obtained CNA certificate, phlebotomy, medical terminology.

Fall 2004 to December 2006
Villa Julie College, Stevenson MD

 
*Bachelor of Science-Business Administration

Relevant Course Work: Biology, Principles of Marketing & Management, Accounting, Finance, Economics, Market Research, Criminal Law & Justice

Fall 2002 to Spring 2004

Carroll Community College, Westminster, Maryland, 


*Completion of general courses before transfer to Villa Julie

Qualifications Summary:

· Quick learner with a strong ability to multi-task

· Extremely organized and detail oriented

· Highly self-motivated

· Excellent written and oral communication skills

· Ambitious and goal-oriented

· Interacts well with colleagues, supervisors, and customers

Work Experience:
Native Staffing, Hampstead, MD                                              February 2008- Present

Technical Recruiter

· I am a Technical Recruiter for a recruiting firm in Carroll County.  

· I am responsible for recruiting individuals for large defense contractors and other IT companies, which include General Dynamics, Capital Planning Solutions, Siemens IT Services and other companies that utilize contract recruiters.

· I review and analyze resource requirements to identify the necessary qualifications needed to fill the position.

· I review and evaluate candidates’ resumes and prepare recommendations to management.

· I conduct phone interviews in a professional manner with potential candidates throughout the country, as well as, providing orientation to all new consultants; including site contact information, travel itinerary, and job rules/responsibilities/regulations.

· I analyze issues and options and prepare recommendations to management.

· I am responsible for creating and maintaining Excel spreadsheets that contain information regarding the candidates and the positions for which they are qualified.

· I maintain integrity of work processes.

· I provide clear, accurate oral and written information to management.

· I interact with my team members, management and potential candidates in a polite and professional manner while in the course of conducting day-to-day business.  

· I am a team player and I provide support to coworkers when requested.  

· I share knowledge and offer assistance, support and feedback to coworkers and management.

· I am able to select candidates with a high success rate.

· As needed, I perform personal background checks.

· I have gained valuable analytical skills by engaging in sourcing activities including market research, identifying candidate sources and cold calling.

· I keep my peers and managers informed of progress being made where solutions or decisions are not immediately available.

· I have increased my communication skills and IT knowledge corresponding with potential candidates.

· I have assisted with training new recruiters in the office.

· I prepare all documentation for our consultants.  This includes acceptance letter of employment, and all necessary information pertaining to the site they will be reporting to. 

· I handle day-to-day work challenges effectively and adjust well to multiple demands.

· I complete my work assignments timely.

· I treat the public and fellow employees with courtesy and respect.

New York J&P Pizza, Hampstead, MD                                       May 2001- Present
Waitress

· I provide excellent customer service by catering to the customer’s needs.
· I take customers orders and submit accurately and promptly into the computer system.

· I constantly check on customers to make sure they are thoroughly satisfied.

· I maintain cash, check, and credit card management

· I have trained many new employees.

Tami Gee’s Studio of Dance, Finksburg, MD                                    Sept. 2002-June 2006
Dance Instructor

· I taught dance techniques to children ages 3-8.
· I mastered many forms of dance, including ballet, tap, and jazz

· I communicate and interact with students and parents

Additional Skills:

Proficient with Microsoft Office Suite: Word, Excel, PowerPoint, XP, and Vista.  Typing speed 50 wpm

References Available Upon Request
